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ARCHIVES MANAGEMENT “Selling Management On Business Archives” July 
“The Relationship Between Archives and April By Helen L. Davidson 1969 


Records Management: An Archivist’s Viewpoint” 1968 
By Richard H. Lytle* 

An often discussed topic is reviewed by a university archivist who 

offers some interesting viewpoints on the common and conflicting 

interests of records managers and archivists. 


“The Librarian, the Historian and April 
Business Archives” 1968 
By Robert W. Lovett 


A prominent librarian and historian discusses the state of business 
archives and some of the problems inherent in their accumulation. 


“Source Documents — Yesterday; July 
Text Books Tomorrow” 1968 
By Patricia Ann Nicol 


A medical records librarian takes us on a fascinating journey 
through the ages, exploring the wonders of medical developments 
and documentation. The first of a two part series takes us from 
the Stone Age to the Eighteenth Century. 

Mrs. Nicol concluded her wonderful voyage in the October 
1968 issue, taking the traveler from the Eighteenth Century to 
the present. 


“Archival Facilities In Universities January 

In Canada” 1969 
By John Archer Hall 

A detailed study on current archival facilities in Universities in 

Canada with particular attention to their interest in business rec- 

ords. Problems are considered and recommendations made for 

more effective collection and care of such documents. 


“Records Archives and Administration” January 
By William Gray and John Andreassen 1969 


An exploratory survey of records and archives administration 
practices in the Canadian business community. 


“The Archives of Industrial Society April 
At The University of Pittsburgh” 1969 
By Frank A. Zabrosky 

In a previous issue of the Records Management Quarterly, the 
treatment of business archives in universities in Canada was con- 
sidered. In this article a study is presented of the manner in which 
American educational institutions are approaching the preservation 
of business records. 


*Annual Britt Literary Award Winner 


The establishment of a company archives, its management and 
use, are discussed in detail by a practicing company archivist. 
Also presented is a valuable guide as to the types of records which 
should be considered in a company collection. 


“Archivists Esealate Business War July 
On Paper”—Canada 1969 
By Susan Riley 


—" with permission from The Gazette (Montreal), March 
1, 1969. 


“The Conservation of Writings on Paper January 
in Canada” 1970 


By John C. L. Andreassen 


An earlier version of this paper was read by a formal committee 
of McGill University (Montreal, Canada) librarians, museologists 
and archivists charged with developing a plan for the conservation 
of McGill’s holdings of reference and research materials. Records 
administration materials were also involved. The paper subse- 
quently appeared in the Canadian Archivist. Because of its impor- 
tance permission was obtained to present it in this magazine. 


“Business Archives in the Corporate Function” April 

By Wilbur George Kurtz, Jr.* 1970 
A corporate archivist and historian presents an indepth evaluation 
of the position of company archives in the past, present and future 


activities of American Business, with particular concern to its 
problems of operation and maintenance. 


“Business Use of Business History” October 

By Maynard Brichford 1970 
An academician discusses his concepts of business history and the 
need for more emphasis on scholarly research. His analysis of busi- 


— — toward archival programs is both direct and mean- 
ingful. 


“Trade Cards—Records of the Advertising October 
Department” 1970 


By Helen M. Baker Cushman 
Join a leading specialist in business archives as she takes you 
through an exciting exploration of an era when the trade card 
rather than TV told us what products to buy. Valuable suggestions 
are also made for the proper preservation of such materials. 


“Restoration and Preservation of Books January 

and Documents” 1971 
By E. A. Thompson 

A noted bookbinder discusses the various elements which affect 

the physical condition of books and documents and offers some 

valuable guidelines concerning their restoration and preservation. 


“The Conservation of Writing on Paper — January 
A Summary of the Literature” 1971 
By Stella Brenegan 

A term paper submitted at McGill University. Miss Brenegan’s 
presentation of the more pertinent facts from the rather widely 
dispersed writings on the subject warrants serious attention, and 
the paper calls out for wide dissemination to those not directly 
involved in the scientific and technological problems. 


“The Archivist and the Records Manager: January 

A Records Manager’s Viewpoint” 1971 
By Gerald F. Brown 

A subject of continuing interest to records management prac- 

titioners is examined by a records manager who also presents some 

interesting suggestions for a better working relationship between 

the archivist and the records manager. 


“The Municipal Archives — Where the October 

Archivist Meets the Records Manager” 1971 
By Stanley B. Gordon 

A city records administrator discusses the role of archivist and 

records manager in the management of municipal records. Of par- 

ticular value are his descriptions of those types of records that 

constitute municipal archives. 


COMPUTERS AND RECORDS MANAGEMENT 


“Counseling the Computer User” April 
By Robert P. Bigelow 1967 


As computers come into more common and widespread use 
throughout business and government, legal questions surrounding 
their use will be of considerable concern to records managers. 
An attorney provides some useful thoughts by giving a brief out- 
line of some of the considerations lawyers must keep in mind 
when counseling computer users. 


“The Effects of EDP on Records Management” April 
By John W. Porter* 1967 


If we in records management know what the impact of Electronic 
Data Processing is on our program, we should know what to do 
about it and what relationships we should have — not only with 
programmers, but systems and procedures analysts and anyone 
else who is involved with EDP. 


“Documenting Computer Operations” April 

By Everett O. Alldredge 1967 
A Federal specialist discusses techniques for documenting com- 
puter operations at government installations. A timely and valu- 
able digest of recommended practices for records managers in 
both private and government positions. 


“The Computer Programmer — A Helpmate to July 
the Records Manager” 1967 
By Phyllis Lorek 

The computer programmer plays a very important role in the 
operation of a data processing function and he can be a very 
valuable assistant to the Records Manager. A systems analyst 
offers some observations on the personality and activities of pro- 
grammers. 


“The Role of a Records Manager in an October 
Integrated Data Processing System” 1967 
By Wallace G. Aitchison 


The Records Manager must keep abreast of developments in data 
processing if he is to maintain his position in the growing field of 
information systems. This article reviews some of the problems 
facing the Records Manager and suggests how they can be met. 
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“A Shotgun Wedding: Information Storage October 
and the Computer” 1967 
By Owen M. Rye 


The management of information is a joint responsibility of the 
records manager and computer specialist. Understanding one 
another, however, sometimes creates barriers. These are explored 
in this article. 


“The Impact of Computers” January 
By Olive R. Surgen 1970 


The computer is having a tremendous effect on all phases of gov- 
ernment, business and industry today. This article reviews some 
of the changes being brought about by automation in the banking 
community. 


“Electronic Data Processing in Israel” July 
By Joseph Dothan 1970 


The computer has had a major effect on the operations of busi- 
ness, government and industry. Its growth and application in the 
State of Israel are examined in this article. 


FILES AND CORRESPONDENCE 


MANAGEMENT 
“Impede or Succeed” April 
By Hope V. Trombley 1967 


The records manager must never overlook the need for an effec- 
tive filing system. The ability to retrieve needed correspondence 
rapidly is essential to good business operation. An approach to 
the development of an efficient and economical filing system 
utilizing an automated approach is considered. 


“What to Do With What You Have” October 
By F. Maxine Totten 1967 


A proper analysis of filing systems is essential to the establishment 
of workable techniques for finding and retrieving information. A 
noted records management specialist discusses a program for files 
improvement. 


“Filing Equipment Standards” January 
By Richard Tarrant 1969 


A careful examination of filing equipment requirements together 
with a meaningful analysis of cost factors can produce many 
economies. These elements, as well as the need for establishing 
filing equipment standards, are discussed. 


“Centralized Files and Correspondence Control” July 
By Marjorie Thomas Payne 1969 


A capsule review of some of the guidelines to be considered when 
deciding on what type of filing organization to use. The author 
on some useful techniques for correspondence 
control. 


“Drawer Filing vs. Lateral Filing” October 
By Donald T. Barber 1969 


In a recent issue of the Record Management Quarterly, a paper 
was presented advocating the use of standard drawer filing over 
lateral filing. In response and in opposition to that approach, a 
Canadian records management practitioner offers his thoughts on 
the subject. 


“Statistical Sampling and the File Survey— January 
A Case Study” 1970 
By Gerald F. Brown 


One of the most effective means for selling management on any 
given phase of records management is to provide them with mean- 
ingful documentation in support of a proposal. The use of statis- 
tical sampling can be of particular value as discussed in this article. 


“File Classification Systems in Government April 
Departments” 1970 
By Anne Zinkhan 


A workable file classification system is essential to the operation 
of both government and business. This article presents a practical 
approach to the design and installation of a revised system in gov- 
ernment departments. 


“Filing Systems Applicator” April 

By Tom Lovett 1970 
As a special feature of this issue a new and unique system for 
the selection of filing equipment was presented: Developed by Tom 
Lovett, Australian management consultant, it is reprinted here 
with permission from his recently published book, Records Man- 
agement Manual. 


“Information and Records Retrieval October 

Systems” 1971 
By Elmer W. Blankmann 

A comparison is made of manual and mechanized systems for re- 

trieving information and records, with emphasis on the cost, time, 

and personnel factors involved. The author also includes pictures 

of certain types of filing equipment. 


FORMS MANAGEMENT 


“Organization of a Forms Control Program” January 
By R. E. Carpenter 1967 
Forms control is one of the key elements of records management. 


The first of a two part article outlining the organization and tech- 
niques of a forms program. 


“Forms Design and Procurement” April 

By R. E. Carpenter 1967 
Part II of an article which began in January reviewing some of 
the important elements of forms management. Mr. Carpenter 
shows how forms design and procurement know-how can produce 
efficiency and cost savings. 


“Obtaining Maximum Benefits from January 

Forms Management” 1968 
By George Bubnash 

Business is becoming more aware of the potential in Forms Man- 

agement. Described here are several practical techniques for suc- 

cessfully administering a forms program in your organization. 


“Organizing a Forms Control Program” April 

By Louise C. Von Talge 1969 
The proper management of business forms is one of the basic 
requirements of a well organized records management program. 
Some of the steps needed to develop a workable program for con- 
trolling paperwork creation are explained. 


“Forms Can Control the Shape of Your Company” April 

By Paul A. Stone 1971 
A careful analysis of the benefits to be gained through centralized 
forms control is presented together with a recommended plan for 
establishing such a control. 


INFORMATION MANAGEMENT 


“Equating Information with Currency” January 


By Alfred E. Busch 1968 
One of the greatest problems facing industry today is its in- 
ability to, use properly the vast output of technical and scientific 
knowledge being generated in such a prodigious manner. A lead- 
ing businessman reviews the problem and suggests a solution. 


“Total Recorded Information Management” January 
By William P. Southard 1968 
A management consultant discusses his concept of information 
management and the ingredients that make it most useful in the 
computer-oriented, paperless world of the future. 


“Cause of the Information Crisis” April 

By Professor Helmut Arntz 1968 
The proliferation of technical data and literature being created 
today has indeed produced an information crisis. An analysis of 
this crisis presented before the 33rd Conference of FID and 
the International Congress on Documentation held in Tokyo in 
1967 by a noted European documentalist is made available 
through ARMA. 


INFORMATION RETRIEVAL 


“An EDP System for Indexing and Retrieving October 

Technical Reports” 1970 
By Margaret E. Madden 

A case study of how a major organization, Monsanto Company, 

manages its vast collection of technical data through the use of 

an electronic data processing system which assures accurate and 

timely retrieval of needed information. 


“Document Inventory and Control for Central October 

Scientific Records” 1970 
By William H. Olmsted 

A brief description of the Norwich Pharmacal Company’s sys- 

tem for the maintenance of scientific records with primary em- 

phasis on inventory, control and search techniques. 


“Computerized Codification Creates a New January 
Records Management System” 1971 
By Lois Edwards 

This computerized records management program was developed 
to assure correct filing and fast retrieval of greatly diversified 
subject files. The user oriented plan provides control of fileable 
material from the origination to its ultimate disposition. It is a 
system designed for economic simplification, uniformity, and con- 
venience. 


MAIL MANAGEMENT 


“Organization and Management of the July 
Company Post Office” 1968 
By Kenneth Bryant 


In too many organizations, the mail department is a neglected 
function. An office administrator presents a case in its favor 
showing how vital an operation it really is and how it can cut 
company costs. 


MANAGEMENT INFORMATION SYSTEMS 


“Tibah and Habit: Emerging Management October 
Information System Concepts” 1969 


By Albert D. Sterkx 


Management information systems have evolved through three 
stages: manual, early computer, and centralized computers. A 
management engineer discusses his philosophy of management 
information and some of the conceptual approaches he envisions. 


“Management Information and Records January 
Handling” 1970 


By Dr. D. G. Leeseberg 


Matching the needs, people and technology available to business 
management today for the most effective results requires a clear 
understanding of their characteristics. An educator offers some 
valuable guidelines and insights on how to best coordinate these 
elements. 


—— 
ip 


“Organizing for Management Information October 

Systems” 1971 
By Alfred L. Palmer 

An interesting insight into the organizational concepts of systems 

and data processing, particularly when directed toward achieving 

a meaningful management information system. 


MEDICAL RECORDS 


“Paper Frankenstein in a Plastic Case” April 
By Virginia Lake 1969 
The history and development of medical recording techniques are 


considered and some recommendations offered for regulating the 
volume and use of such documentation in the future. 


“Putting Automation Into Hospital July 

Record-Keeping” 1971 
By Alice M. Donahoe 

By making use of the new resources of electronic data processing 

and other recently developed electronic techniques, the medical 

records library can also furnish hospital management with tools 

for high quality control of medical services. 


MICROFILM 


“Microfilm as a Management Tool” July 
By Richard E. Wolff 1967 


Microfilm has become an essential part of systems planning par- 
ticularly when volume reduction and rapid retrieval are to be 
considered. Some of its applications to records management 
practices are examined. 


“Microfilm at North American Aviation — LAD” = July 
By Mark Keith 1967 


The control, issuance, and distribution of engineering data is of 
vital concern to many companies. Such data must be accurate, 
available, and in a usable form. A microfilm specialist for a 
major aerospace company discusses his company’s uses of micro- 
film for engineering and administrative records. 


“Microfilm in an Uncertain World” July 
1967 


One of the most outstanding examples of an organized program 
for records protection is that of the Genealogical Society of the 
Church of Jesus Christ Latter-day Saints. Based mainly on the 
use of microfilm, the records are housed in an excavated moun- 
tain. This article describes this unique facility. 


“Cataloging Data Stored on Roll Microfilm” October 
By R. R. Willets 1968 


A simple method of cataloging information on 35mm microfilm 
has proved an effective means of retrieving engineering change 
data at IBM's Systems Development Division. This article covers 
the analysis behind the design of the system and the procedures 
which govern its operation. 


“Multiplant Microdata System” April 
By Pericles A. Argyris 1969 


In today’s and tomorrow’s multiplant operations and management’s 
evolution, the effective storage and retrieval of information is a 
must. This paper describes a corporation’s microdata system 
which has been established to meet the challenging objective for 
data retrieval. 


“Microfilm System Applications” July 
By Dr. David R. Wolf 1969 


Microfilm plays a significant role in today’s efforts to control 
the “paperwork explosion.” To make proper use of microfilm, 
however, one must understand its capabilities and applications. 
This article offers a timely review and analysis of the current 
uses of microfilm. 


“Improved Aperture Card Retrieval” January 
By Richard Conway 1970 


A report on Westinghouse’s Telephone Aperture Retrieval 
(WESTAR), a system which simplifies and improves the ef- 
ficiericy of engineering data retrieval through the combination of 
microfilm and automation. 


“Personnel Records System” July 
By Richard N. Utter 1970 


A microfilm case study is presented in which film jackets are 
used to maintain the records of 26,000 employees. 


“Policy Status Information on Computer July 
Microfilm” 1970 
By Terry Smythe 


More and more businesses are turning to computer output micro- 
film (COM) as a means of improving systems and curtailing the 
growth of paperwork. This article details a very interesting and 
workable approach taken by the Great-West Life Assurance Com- 
pany in Winnipeg, Canada. 


“Remote Viewing and Printing of Graphic January 

Materials” 1971 
By Wilbur C. Myers 

An analysis of the significant developments in computer tech- 


nology and micrographics and their effects on information re- 
trieval and communication. 


“Some Economics — Microfilm and Space” April 

By W. E. Allard 1971 
Making a decision between microfilm and hard copy retention 
requires careful fact finding and analysis. The proper approach to 
this problem is expertly described and illustrated in this article. 


“The Microaperature as a Method of Publishing” April 

By Wynn D. Crew 1971 
This article describes a high-reduction, micoaperature, bookform 
publishing technique, which includes the decimal system of direct 
page location, for up to 100 pages of computer output microfilm 
or technical reports, without need for original, type-setting com- 
position. Describes also an original publishing technique for up to 
400 pages. Both systems utilize only two optical steps and yield 
over 500 lines per millimeter on sealed film chips, protected 
against damage and mounted into aperture cards. Safeguarding of 
copyrights against unauthorized copying is assured. Weight and 
bulk are discussed to show the feasibility of developing a breast- 
pocket, personal library. 


“Microfilm and the Computer” April 

By Terry Smythe 1971 
Mr. Smythe has created a new concept, the PETRIFIED REC- 
ORDS SYNDROME, which he defines as “an affliction of the 
mind characterized by a firmly entrenched belief that microfilm 
can only be used to save space occupied by ancient, dead records.” 
In this article he discusses how we can overcome this malady by 
applying advanced techniques in microphotography. 


“Microfilm and the Management of Time” October 


By Terry Smythe 1971 
Microfilm can have a potentially dramatic effect upon clerical 
productivity, file integrity, and the management of information. 
This article examines the nature and extent of this effect as evi- 
denced by recent advances in Computer Output Microfilm. 


— 


PERSONNEL — RECORDS MANAGEMENT 


“People and Records” July 
By Dr. Irene Place 1967 


A major cause of paperwork problems is people. A leading busi- 
ness educator discusses some of the weak points in our training 
programs for records personnel and offers some meaningful 
guidelines for correcting these weaknesses. 


“Introducing New Employees to Records January 
Management” 1969 


By Dolores Russell 


To assure the continued effectiveness of a company’s records pro- 
gram, new employees must be made aware of the objectives and 
benefits of such a program. Here is an orientation lecture that 
emphasizes more than the “tricks of the trade.” 


“Collegiate Education for Records Manage- October 

ment — A Challenge for the 70’s” 1971 
By James C. Bennett and Harry N. Fujita 

A current examination of the educational requirements of records 

managers and what a collegiate course of study should include. 

A careful analysis of course methods of instruction and alignment 

with the ARMA Certification Program. 


“One Technique for Teaching Records October 
Management” 1971 
By Arthur S. Norris 


An appropriate addendum to the above article is this report on 
the teaching of Records Management at San Jose State College, 
San Jose, California. 


RECORDS CENTERS 


“Features of New Records Center Buildings” January 
By William Benedon 1967 


Analysis of records center physical features based upon a study 
of seven newly constructed centers. Serves as a practical guide 
for industry/ government planning purposes. 


“Fire Protection for Archives and January 
Records Centers” 1968 


By Harold E. Nelson 


How to protect records center holdings against fire continues to 
be a question of major concern to records programmers. A fire 
prevention engineer from the General Services Administration 
offers some valuable answers. 


“California Bear vs. the Paper Tiger” April 
By Robert C. Woodall 1968 


The manner in which the State of California is meeting its paper- 
work problems offers a valuable guide to other state governments 
throughout the nation. 


“Planning the Records Center of the Future — July 
Industry and Government Viewpoints” 1971 
By William L. Rofes (Industry) 
Benjamin F. Cutcliffe (Government) 

The Records Center has been one of the most essential features 
of records management. As new techniques in the processing and 
handling of information come into being, the traditional records 
center will have to respond to new methods of storing and re- 
trieving data. This article offers a look into the future and sug- 
gestions for action. 
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RECORDS MANAGEMENT — GENERAL 


“Engine of the Eighties” January 
By James H. Binger 1967 


We have succeeded in building a nation—and eventually a world 
—we can hope, in which the provisions of human needs have be- 
come largely automatic. The computer will fit that process of 
automation nicely. 


“How to Sell a Program” January 
By Margaret Fenn 1967 
Records Management should be viewed as a service badly needed 
by most concerns but often neglected. This article suggests ways 
that anyone interested in an improved records management pro- 
gram might attempt to sell that program in his organization. 


“Investigative Techniques—Survey and Audits” April 
By Terry Beach 1967 


A carefully planned and executed survey can produce excellent 
results for management. Mr. Beach offers some practical sugges- 
tions for those undertaking a records management survey or audit. 


“Systems Analysis and Work Simplification for 
Information Management” 
By Dr. Roger H. Nelson 


This paper is directed toward a review and examination of the 
total systems and work simplification concept—suggesting some 
of the difficulties as well as rewards of this approach to solving 
information management problems. 


April 
1967 


“Paperwork: A Twentieth Century Dilemma” July 
By Bruce C. Harding 1967 


The modern archivist includes records management as part of his 
overall program responsibilities. The role of the archivist and the 
manner in which he utilizes today’s records management tech- 
niques are reviewed by a university archivist. 


“Taming a $225 Million Paper Tiger” July 
By William Benedon 1968 


In 1967 Governor Reagan of the State of California established a 
Governor’s Committee on Efficiency and Cost Control. This is a 
report of the industry task force that reviewed the State’s records 
management activities. 


“Records Management in the Home” July 
By Judy Beck 1968 


Many records managers reach heights of efficiency in their com- 
pany operations, but become symbols of inefficiency when they 
attempt to organize their household records. Don’t despair! Judy 
Beck is here to tell you how to correct the situation. 


“Paperwork — An International Problem” October 
By Tom Lovett 1968 


The problems of paperwork confronting business, industry and 
government are not restricted to any one nation. The American 
Records Management Association is privileged to present this 
article by a leading Australian consultant which emphasizes the 
international nature of records management. 


“The Expanding Fforizons of Records January 

Management” 1969 
By Robert E. Weil* 

The greatest challenge for the records manager lies ahead. His 

progress will be determined by his knowledge of the accepted 

principles of records management and his ability to expand these 

to meet new innovations. 


- 


“Records Management Problems in Israel” January 
By Joseph Dothan 1969 


A leading management consultant, responsible in many ways for 
the development of practical and efficient management techniques 
in the State of Israel, reviews the problems of records manage- 
ment in that country. 


“A Yardstick for a Successful Career in April 
Records Management” 1969 


By William J. Gray 
One measure of a profession’s maturity, and Records Manage- 
ment is no exception, is its ability to attract talented and com- 
petent craftsmen. This article discusses some of the advantages 
of the Records Management profession and the qualities required 
of those in or entering the field. 


“University-Wide Records Management” July 
By Gerald L. Hegel 1969 


This is a brief version of the development of the records manage- 
ment program at the University of Missouri. It represents another 
example of how institutions of higher learning are coping with 
paperwork problems. The Missouri program is a four-campus 
one, covering activities of the University in Columbia, Rolla, Kan- 
sas City, and St. Louis, and some other outlying activities not 
located at the four campuses. 


“The Executive Viewpoint of Records October 
Management” 1969 


By Thomas T. Brekka (Treasurer, Rohr Corporation); 
W. F. Rockwell, Jr. (Chairman, No. American-Rock- 
well) and Donald S. Brooks (Office of General Coun- 
sel, Merck & Company, Inc.) 
Three leading business executives express their viewpoints on 
records management. Their comments on the importance of rec- 
ords to corporate management, the current and future impact of 
records programs, and the legal considerations of records manage- 
ment represent a meaningful endorsement of such programs for 
industry, business, and government. 


“A Graphic Concept of Records Management” October 
By Harry N. Fujita 1969 


Although detailed procedures are essential in records manage- 
ment, sometimes a look at the “forest” is a helpful reminder. 


“The Changing Concepts of Management” January 
By Robert L. Kunzig 1970 


Technological advances in automation and miniaturization have 
had a significant effect upon business attitudes toward paperwork. 
It has become apparent that maximum benefits from these de- 
vices can only be achieved through a proper understanding of 
essential paperwork controls. 


“Advanced Records Management” January 
By Donald F. Evans 1970 


The existence of a records management program within an or- 
ganization does not necessarily mean successful control. Aware- 
ness of new developments in control techniques and their ap- 
plication must also be present. What these new developments are 
and how they can be used are discussed by a leading records 
manager. 


“Boeing Discovers a Waste Basket Bonanza” January 
By David D. Field 1970 


How one company effects a continuing paperwork clean-up pro- 
gram. 


“Is Records Management a Dead Issue” April 
By William J. Gray 1970 


Is the records manager a victim of technological advances? Can 
he meet the challenge of change? These and other questions are 
considered and answers suggested. Answers that will enable the 
records manager to face the 70’s with optimism and determina- 
tion. 
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“Value Accounting — Challenging Concept in April 
Office Administration” 1970 


By David C. McMurtry and James C. O’Bannon 


Value accounting is an effective measuring device in both financial 
and administrative areas of business. An educator and a business- 
man present some joint viewpoints on its broadening application. 


“Creativity — Releasing the Energy of Ideas” July 

By Wallace C. Andrews 1970 
The ability to recognize creativeness in employees and to en- 
courage its development can be of extreme value to manage- 
ment. A specialist in human resource development examines 


some important questions about creativity and suggests possible 
answers. 


“Obtaining Maximum Benefits from Records July 
Management” 1970 


By Nancy A. Sanfelippo and Charles P. McLarnon 


A clear understanding of records management is essential to its 
successful implementation. This article describes and explains 
the various aspects of records management and how they com- 
bine to produce the best results. 


“Records Management and the Small July 
Business Firm” 1970 


By Dr. James C. Bennett and 
Frederick N. Berkey 


An often neglected area for systems discussion—the small busi- 


ness firm—is examined in terms of its awareness and use of rec- 
ords management techniques. 


“Ethics of Information Management” October 
By Richard H. Lytle 1970 


A searching examination of the effects of technological advances 
in information collection and processing on the rights of individ- 
uals and professional ethics. 


“The Paper Fall Out — Controlled” October 
By David D. Field 1970 


A detailed discussion of the various elements of a records man- 
agement program. What they are—how they are applied—and 
most important, how they can improve business operations. 


“The Fifth Estate” April 

By Jack E. Lee* 1971 
Business today is confronted by an endless variety of professional 
organizations, each, supposedly, assisting it in a specific area of 
need. Yet, in total, they are directed toward one objective — infor- 
mation management. Our author refers to this mixture as a “hot 
bowl of alphabet soup.” He maintains that the only way to cool 
it, is to stir vigorously. So grab the spoon and join him as he dis- 
cusses the results of such action. 


“Principles of Effective Records Management” April 

By O. Crawford Jenkins 1971 
Maximum benefits from a records program can best be achieved 
if all information processing activities are integrated into a single 
control. This article reviews some of these activities and presents 
a working example of such an approach. 


“Ecology and Economics in Records Re-Cycling: July 

A Pandora’s Box” 1971 
By Harry N. Fujita 

There are both ecological and economic values to be considered 

in destroying records. Are records managers doing all that can 

be done to take advantage of those values? The effects of re- 


cycling and the efforts being undertaken in that area are con- 
sidered in this article. 


REPORTS MANAGEMENT 


“Empty Communications Is All Write” January 
By Patricia Ann Nicol 1967 


“Next to doing things that deserve to be written, nothing gets a 
man more credit, or gives him more pleasure than to write things 
that deserve to be read.”—Lord Chesterfield. 


“Reports Control — No Longer an Enigma” July 

By David D. Field 1968 
One of the most fertile areas for cost savings in records manage- 
ment today is that of reports control. A case study is presented on 


how one company has successfully managed its manually pre- 
pared reports. 


RETENTION SCHEDULING 


“Appraising Records with Joint January 
Federal-Industry Interests 1967 


By William Rofes 


The problems of records appraisal become quite evident when an 
analysis is made of the interests the Federal government has in 
the records of industry. 


“Records Inventory and Scheduling” April 
By Clarence A. Dockens 1968 
The Philadelphia Story in records management is a prime example 


of how good legislation, departmental support, and capable 
staff can solve a city’s records management problems. 


“A Way Towards Effective Records October 
Management” 1968 


By Emil Sulentic 


Business activities today are aided greatly by paper mechanization, 
high speed duplication, and special recording techniques. A case 
study from Mutual and United of Omaha demonstrates how an 
ig records program can assure the proper utilization of these 
tools. 


“A Case Study: Retention Scheduling October 

at the University of Washington 1968 
By Harry N. Fujita 

The Records Manager for one of our leading institutions of higher 

learning presents a case study in the development of retention 


schedules which serves as a guide for such educational organi- 
zations. 


“A Retention Program for Insurance Records” July 
By Gordon W. Lagerstrom 1970 


Records retention for an insurance company poses many unique 
problems. Organizing such a program and providing for its con- 
tinuing maintenance in a computer oriented environment are de- 
tailed in this article. 


“The Los Angeles Story — A Case Study in July 
Records Administration” 1971 


By Stanley B. Gordon 
This article presents an organized approach to the planning and 
implementation of a records program for city government. It 
offers a logical concept and valuable legislation and formats. 


VITAL RECORDS 


“A Program for Security Records” January 
By John H. Schul 1967 
Assuring the continuing protection of company vital data against 


loss from disaster is a key responsibility of the Records Manager. 
Here are some suggested program guidelines. 


“What Some Banks Did About Their October 
Vital Records Program” 1967 


By Frederic J. Edmonds 
Banking institutions have been among the leading proponents of 
vital records protection. A leading authority on the subject dis- 
cusses what New England banks are doing about emergency rec- 
ords programming. 


“Vital Records Programming” October 
By George M. Derry 1967 


Industry and government have long recognized the need to pro- 
tect vital documentation against both man-made and natural dis- 
asters. This article considers some of the records protection tech- 
niques required to satisfy this need. 


“Information Insurance” April 


By John P. O’Brien 1969 
In order to properly prepare against the possibility of a business 
disaster, the records of an organization must be understood and 
decisions made as to degree of protection required for them. 


“Vital Records Protection” April 
By W. A. Hambeiton 1969 


A thorough analysis of the steps required to establish and im- 
plement a meaningful program of vital records protection. Special 
consideration is given to records classifications and program re- 
quirements. 


“Don’t Make ‘Records’ a Game of Chance” April 

By Robert W. Moore 1970 
Natural disasters or acts of war have presented a potential threat 
to the security of utility companies’ vital records for some time. 
In recent years, a new hazard to utility operations and property 
has been brought about due to the outbreak of serious civil dis- 
turbanc.vs. This article presents an analysis of the facets of a 
contemporary records management system which recognizes the 
importance of vital records security. 


“Are Engineering Technical Notebooks a January 

Vital Record?” 1971 
By R. F. O’Neil 

Determining which records to protect in a vital records program 

is one of the most challenging items in records programming, par- 

ticularly as it concerns technical data. A record category of im- 

portance to engineers is discussed in this article. 


“Earthquake!” July 
By William Benedon 1971 


The editor of the RMQ reports the results of a panel discussion 
of records managers in the Southern California area following 
the earthquake of February 9, 1971. 


SPECIAL RMQ FEATURES 
A Capsule Glossary for Data Processing April 1967 


Admissability of Videotape Copies of 
Documents in Evidence* 


April 1967 
July 1967 


Records Management Glossary* 


| 
| 


Records Management Periodicals Bibliography* 
(Annotated January 1955 - July 1967) 
Part I 
Part II 
Part III 


October 
January 
April 


Records Management Periodicals Bibliography 
(Annotated July 1967 - July 1968) 
Part IV 


January 
Part V 


April 


Records Management Periodicals Bibliography 
(Annotated January 1955 - July 1967) 
Supplement Part I 


January 
Supplement Part II 


April 


Records Management Periodicals Bibliography 
(Annotated July - December 1968) 
Part VI July 
Part VII October 


Records soon Periodicals Bibliography 
(Annotated January-December 1969) 


Part VIII October 1971 


Recruiting, Training and Retaining Records 
Personnel, By Dr. David G. Goodman January 1968 


Teaching Records Management in the 
United States: A Survey* April 1968 
The Role of Records Management in the 


College Curriculum, by James C. Bennett April 1968 


The Records Management Profession: 


A Profile Study, by Witmer Maedke* July 1968 


Scheduling for Government 
Contractor Records July 1969 
Results of an Industry/Government Effort 


Records Centers and Their Operation: Results of 
an ARMA Survey, by Wilmer Maedke October 1969 


Records Management Course Content—An 


ARMA Survey by Dr. W. Arthur Allee July 1970 


ARMA Records Personnel Survey July 
Part I — Titles Reporting Responsibility, 1971 
and Salaries 


ARMA Records Personnel Survey October 
Part 11 — Job Descriptions (Records Managers) 1971 


Practical Records Management 
By Leo Richman 
Part I — Introduction to Records 
Management 
Part If — Standard Filing System 
Part 11] — Forms Control 


April 1971 
July 1971 
October 1971 


*Reprints available for sale in single or quantity volume. 
1967-1970 back issues available—Hard Copy or Fiche 


ARMA EDUCATIONAL MATERIALS 


%& Records Management Workshop 
(RS-2) 
(Members, $7.50; Non-members, 
$10.00) 


* Workshop Color Slides — $17.50 


%* Rules for Alphabetical Filing (RS-1) 
(Members, $3.00; Non-members, 
$4.00) 


% Records Management Quarterly — 
Subscription 
(Members, Free; Non-members, 
$10.00 / Year) 


% Records Management Correspondence Course 
(Includes Workshop and Rules — Members, 
$75.00; Non-Members, $90.00) 


ARMA NATIONAL OFFICE ADDRESS 
Suite 823, 24 North Wabash Avenue, Chicago, Illinois 60602 
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